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Creating a Tier II Account in CEOS

CEOS Colorado Environmental Online System ( 0 s@hes CEOS is a gateway for
environmental permitting, compliance reports, financing, and more. As an
online platform, CEOS can be accessed from any computer with an internet
connection. It reflects CDPHE®&s effo
reporting rules and clears the way for single-point Tier 1l submission.

Steps to Creating a Tier Il Reporting A ccount in CEOS

1. Goto https://ceos.colorado.gov/CO/CEOS/Public/Client/CO_CIMPLE/Shared/Pages/Main/Login.aspx
2. Click oCreate a newhaadccolammnt 6 in the right

<p Add Website to Bookmarks

Public Login

User name

Password

Need more help?

Create a new account

Forgot your login user name or
VWelcome, CEOS is your gatev/ay for environmental permitting and finance needs. This password?
platform allov/s you to manage permits, compliance reports, financing and more includi

Release Date: November 22, 2017

* Submit applications. Version: 4.0017.1122.29132

* Monitor submittal progress.
* Receive notification and alerts.
* Update current requests v/ith revisions as needed. PO e e

some online document viewing. Please
click the foliowing link to install Adobe
Reader Plug-in software.

Get &
ADOBE’ READER"

Colorado Department of Public Health & Environment

3. Complete fields. P lease note that as soon as you type in your first and last name, a username will
be suggested to you; you can change it in the UserName field if you wish. Also, please note that
the address fields should be completed with the company address. Once the fields are completed,

z

click ONext. 6
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4. Choose an Account Group option:

a. Responsible Official: The Responsible Official (RO)is the person authorized to certify the Tier
Il report filed. A company can have multiple ROs, and an RO may be responsible for multiple
companies. Once an account is created for an RO, the RO must be approved before filings may
be authorized. The identity of an RO may beverified in one of two ways: either by completing
the e-verify step or by sending a signed hard copy of the Electronic Signature Agreement to
CDPHE (see Step 1®elow).

b. Preparer: | f youdre preparing a TicempanyHtutafendtthempgrsom n t
who certifiesit, pl ease sel ect the OPr elgpthe bestdptionfardi o b u
environmental consultants). Then, once the RO representing that company has created an
account and has been approved, that person will be able to certify the report you file. A
Preparer is not able to submit or certify a report  donly an authorized RO is able to do so.

5. Then, choose an Account Type. (The Preparer optionis | i mi t ed t ¢ &Respansbfe Officils
should choosr RO/ Dwar )IIfl yRewpoahdng .tbhe Preparer o
and please skip down to Step 11 in this tutorial. If you chose the Responsible Official option, click
OAssociate Facility.o

he
tt

Create Account

For a public user to create a new user account. {*) Denotes a required field.
A username will be suggested to you when you enter your first and last name. You may change the suggested usermname in the UserMame field below.
The ESA will take about 5~10 business days because it involves the mail delivery, paper handling, human checks, and data entries.

Viewer

* Account group: Preparer (») Responsible Official

Responsible official: A representative of an entity that is authorized to certify and sign o submittal to COPHE.
* Account type:

RO/Owmer for Clean Water Construction Permits RO/Owmer for Air Emission Permits RO/Owmer for Drinking Water Revolving Fund RO/Owmer for Water Pollution Control Revolving Fund
%/ RO/ Owmer for Tier Il Reporting

Associated Facility List

It is recommended that you associate all facilities that you are going to work on at this time

Name = Mailing Address = Physical Location | Submittal Type Source | Status

& LECVL R T IF you do not see your Tacility and need further assistance please contact your permit administrator.

6. Since this is the first year that CEOS is being used to collect Tier Il reports, each company will
need to 0Cr eat eHMevar t&ensuie that fagilitied are not accidentally duplicated,
the structure within CEOS requires that users search for their facility first before allowing them to

0Creatwe FNaci Itiypye & ®dehre Facility Name fi el dfterand t h
that, a O0Create New Facilaitt ywdhebudtotpormfwitlhle aBmpaar h F:

Search Facility

(ol SR T Al I you can't find facility in the system, please create new facility.

ount type determines the submittal types available, if you do not see the submittal types ti to select, please close the window and double check if you have selected the
correct account type. The system facility name might not exactly match with your record. If you cannot find your facility using the exact name, please use keyword or shorter name to search. For
user who would like to enter State Revolving Fund program, please make sure you select all submittal types.

Please note that certain submittal types might not be available for selection on this screen, because those Sites/Locations/ Facilities have not been formally registered by the autharity in the
master database for use. For assistance, please contact your regulatory representatives.

Facility for Tier Il reporting (SARA Title Ill) is the reporting entity.

Facility Name: Facility ldentifier: Address: Organization Name:

Registered / Non-registered:

v

To go to the next step you need to enter your facility name and then hit the search button.
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7.

It is important

to enter the name of your company

in the Facility Name field with dTier 2 after

it (example: COMPANY NAMEGTIER 2). Complete all of the fields, even those without an asterisk
(including the Mailing Address field(s), county, city, state, and zip ). Please note, however, that the
latitude and longitude fie Ids DO NOT need to be completed. The mailing addressfields should be

the primary location where the company receives correspondence 4&i t
Colorado address nor does it need to be a physical location (PO boxes are fine). Ch o 0 s e

abovebd

Search Facility

v

County:
Clear

t e the feldsbélawta n d

* Facility Name:
Jane Doe's Company - Tier 2

Mailing Address 1:
12345 Main Strest

City:

Creek ¥ | Lawson

¥/ same as above
® Facility/Property Address:
12345 Main Street

® County: ® City:
Clear Creek ¥ | Lawson
Latitude: Longitude:

click

I;\g/'l Please fill in the Facility/Property Address

Mailing Address 2:

State: Zip:
co - 55555

® State: = Fip:
co - WL LLT

0Create. 6

doesnot

7

have to
0s ame

Y 4

No, only enter the main company name and address
Y o u 6st all of your distinct facilities in Tier2Submit.

Do | have to enter all of my different facility locations

OAssoci at e

Facility?o6

Donot

Company Name, as in Doe Companyd Tier 2.

through

forget to

4 &

where correspondence is received.

ac
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8. a) Clickthebox under the o0Seléckdodoleumnl IReportod under
column.c)cl i ck O0OK. 6

Search Facility

Ll S NN [ you can't find facility in the system, please create new facility.

ount type determines the submittal types available, if you do not see the submittal types that you would like to select, please close the window and double check if you have selected the
correct account type. The system facility name might not exactly match with your record. If you cannot find your facility using the exact name, please use keyword or shorter name to search. For
user who would like to enter State Revolving Fund program, please make sure you select all submittal types.

Please note that certain submittal types might not be available for selection on this screen, because those Sites/ Locations/Facilities have not been formally registered by the authority in the
master database for use. For assistance, please contact your regulatory representatives.

Facility for Tier Il reporting (SARA Title lll) is the reporting entity.

Facility Mame: Facility Identifier: Address: Organization Name:

Tier 2

Registered / Non-registered:

) Select Page All
1- 1 of 1 displayed, total 1 itemi(s)

S e — T — e e T

Non-

(] A
L4l Jane Doe's Company - Tier 2 | 12345 Main Street , Lawson , CO 55555 12345 Main Street , Lawson , CO 55555 e tered C St.?lec. m
Entity || Tier Il Report

[ox | ciose K\
\; W

9. You should receive a mess agay sr.e alla vnegd 0scuekoCdeoscsofl uolrlayc
that screen, an dorntheesaeencuhdernekth ib @itturesl e Step 8 above) to move
onto the next step.

| ceos.colorado.gov says: |

{ Sawed successfully.

10.You will return to the previous screen withng he 0/
and the facility (company)wi I I now be | isted below. Click O0ONext

Associated Facility List

It is recommended that you associate all facilities that you are going to work on at this time

Status

Name Mailing Address Physical Location Submittal Type Source

K | Jane Doe's Company - Tier 2 [} 12345 Main Street , Lawson , OO 55555 | 12345 Main Street, Lawson, €0, 55555 | Tier Il Report Non-Registered Entity | Pending

LU AR NG I you do not see your facility and need further assistance please contact your permit administrator,
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11.Answer the five secur i t.gEaghsecsrity guesiian has adropdown neetku, 0 Ne x t
so please feel free to choose different questions beyond the default questions

12. Camplete the Picture Verification . Pr epar er s shoul d c | IfyokkchogeGChee at e Acc
Responsible Official option, this is where you have a choice to make:

a. E-Verify: To proceed with e-Verify identity verification (recommended), click the
OProceedVewniitfhy eCptmpdéeté& the fields and click
Process. 6 There are 3 attempts to complete tF
unable to complete the process after 3 attempts, you must wait 72 hours before trying
again.

Tips for successful authentication:
i. Entering Your Address: Do not type your house/unit/street number in the
"Street Name" field -- only type your street name.
ii. Entering Your Name: Please use your legal name as listed on official forms of
documentation, such as your driver's license, Social Security card, or birth
certificate.

Create Account

Validation Information
For a public user to create a new user account. (*) Denotes a required field.
A username will be suggested to you when you enter your first and last name. You may change the sug
The ESA will take about 5~10 business days because it involves the mail delivery, paper handling, hum

Authorized Representative

Picture Verification

* Last Name: * First Name: Middle Name: * SSM (Last 4 digits):
Enter the characters you see in the picture (case sensitive). The characters are dravm so that it's possible for a per
and sending spam. Doe Jane 5555

* Home Address 1: Home Address 2:

Main Street

3 & * Home City: * Home State: * Home Zip:
* Enter the characters you see (case sensitive; no spaces): Lawson co v 55555

FXFnFx
* Home Phone (555-555-5553):  * Date of Birth (MM/DD/YYYY):

Identity Proofing 555-555-5555 01/01/2000

The System needs to verify your identity in order to grant you the Responsible Official privilege for the subi
(4] e-Verify Help Message (Your account has 3 opportunities to use e-Verify option).

(1) E-Verify Option: You will be asked to provide your home address, birth date, and last 4 digits of Social =/

before your last move. The E-Verify will complete the verification online. If successful, you will be informe

only allow you for two tries. If the E-Verify is not successful, it means the System is unable to authenticate

‘You have (3) opportunity (opportunities) left
Verify option is recommended for time sensitive submittals, such as applying for general permits or to expe

(2) ESA Option: You will be asked to print and sign an Electronic Signature Agresment and mail it to the Age e Verify Results

receive an email notification after an Agency’s decision is made. The ESA will take some time because it in
submitting your ESA, please contact the Agency to follow up.

(3) Opt out for Identity Proofing: You will be informed promptly and can start using your account to certify.

ConTinue Roprtraton Process

Proceed with e-Verify Option

Proceed with ESA Option

Colorado Depa)

b. Print Subscriber Agreement: If Create Account
authentication on e -Verify fails or
if you prefer a different method to
e-Verify, you may obtain a
document that may be printed, e -
completed, hand -signed, and '
mailed to CDPHE. Please click the o e
OProceed with ESA I

Identity Proofing

For a public user to create a new user account. (*) Denotes a required field.
A usemame will be suggested to you when you enter your first and last name. You may change the sug
The ESA will take about 5~10 business days because it involves the mail delivery, paper handling, hum,

Picture Verification

The System needs to verify your identity in order to grant you the Responsible Official privilege for the sub

(1) E-Verify Option: You will be asked to provide your home address, birth date, and last 4 digits of Social §|
before your last move. The E-Verify will complete the verification online. If successful, you will be informe
only allow you for two tries. If the E-Verify is not successful, it means the System is unable to authenticate
Verify option is recommended for time sensitive submittals, such as applying for general permits or to expe

(2) ESA Option: You will be asked to print and sign an Electronic Signature Agreement and mail it to the Agd
receive an email notification after an Agency’s decision is made. The ESA will take some time because it in)
submitting your ESA, please contact the Agency to follow up.

(3) Opt out for Identity Proofing: You will be informed promptly and can start using your account to certify)

Proceed with e-Verify Option [§ Proceed with ESA Option

COLORADO
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i. Then, click the blue O0Pr i rPleassSnotethatthel b er

OPrint Subscriber Agreemento |
See Steps 510 to associate a facility.

Create Account

For a public user to create a new user account. (*) Denotes a required field.

A username will be suggested to you when you enter your first and last name. You may change the suggested username in the UserName field below.
The ESA will take about 5~ 10 business days because it imvolves the mail delivery, paper handling, human checks, and data entries.
(1) If you have registered as a Preparer
«+ The System will send you a login credential to your email address.

» After being authorized by the Responsible Official, you can then begin preparing submittal for the Entity.

(2) If you have registered as a Responsible Official and completed the identity proofing using the E-Verify option,

» The System will send you a login credential to your email address.

» You must inform the Responsible Official from the Entity of your interest to authorize you the access to prepare submittal for the Entity

i nk

(3) If you have registered as a Responsible Official and have NOT gone through E-Verify option or failed the identity proofing using the E-Verify option,

» The System will send you a login credential to your email address.
« You must print, sign and mail the Subscriber Agreement to the following address:

Colorada Department of Public Health and Environment
Attn: Environmental Technology Division
4300 Cherry Creek Drive South
Denver, CO 80246
(4) If you have registered as a Viewer,

+ The System will send you a login credential to your email address.

= After being authorized by the Responsible Official, you will then be able to view information of the Entity.

= You must inform the Responsible Official from the Entity of your interest to authorize you the access to view information related to for the Entity

wi |

=/ Congratulations! Your account has been created successfully. Please check your e-mail for your temporary password. To have your account fully functional, please follow the procedure below:

Agl
no:

[EEOS PYRP orint Subscriber Agreement

If you do not wish tog# gfwith e-Verify Option, you may print out Subscriber Agreement, sign and mail to Agency for manual identity proofing.

Colorado Department of Public Health & Environment

ii. Print, complete, sign, and return the Electronic Signature Agreement (ESA) to
CDPHE by mail. The FIS Facility ID and Permit # spaceshould be left blank. The

ESA must be sent as a handsigned hard copy to

Colorado Department of Public Health & Environment
4300 Cherry Creek Dr S

DEHSA2, Tier II/SARA Title IlI

Denver, CO 80246

13.The final steps here for everybody,
Preparer, are to ¢ heck your email and log in for the first time. In your email, look

regardl ess

for a

messagefrom GovOnline@enfotech.com containing your login name and a temporary password.
Return to the Login and enter your login name and password (be sure to only have one instance
of the website open in your browser at once). When you log in the first time, you will receive a

prompt to change your password and to create a PIN .

What happens next:

|l
)l

Reports may be filed from January 1 until 5:00 p.m. (MST) March 1, 2018. Reports received after

5:00 p.m. (MST) March 1 will be considered late .

See instructions in the next sections to start a new submittal for ROsand for Preparers and upload

a validated Tier Il Submit file (T2S) .

71

&Y
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For ROs (Responsible Officials):
Submitting a Tier II Report in CEOS

Steps to Submittin g a Tier Il Report in CEOS as an RO

Preparers may consult the version of this guide For Preparers: Submitting a Tier Il Report in CEOS

14. Create an account in CEOS using the stepby-step Creating a Tier Il Account in CEOS guide

15. Go to https://ceos.colorado.gov/CO/CEQS/Public/Client/CO CIMPLE/Shared/Pages/Main/Login.aspx

16.Enter your user name and password in t hefisftimnel ds at
youdre |l ogging in, please consult the email that
from GovOnline@enfotech.comand will contain your login name and a temporary password.

17. If you creat ed an account as an RO (Responsible Official) and a Preparer is helping to file your
Tier Il report:  Once you receive notification from CDPHE that your identity has been verified
through e-Verify or ESA/Subscriber Agreement (see Step 12 in Creating a Tier 1l Account in CEOS,
you may associate a Preparer with your facility. For an RO to associate a Preparer, please note
that the Preparer must have already created an account.

a. The RO maylogin,clickthe 6 Go to your dashboardo6 i cuonnt,06 hov
tab,and click O0Manage consultants and preparer :
My Dashboard Submittal My Account
« Profile management
MY DASHBOARD . . ¥ all your current documents in one place.
-~ Basic information
Q L %, Manage account information
N
M ~y Password
|&| Manage your password
Associate/Create i Security questions
facility \ ﬂ Change security
questions/answers
Air Pollution N @ Manage consultants and
Control De l preparers
N

b. Click the o0Add User 6 button.
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8 @/ | Department of Public
v Health & Environment


https://ceos.colorado.gov/CO/CEOS/Public/Client/CO_CIMPLE/Shared/Pages/Main/Login.aspx
mailto:GovOnline@enfotech.com

c. Typethe email address of the Preparer and set the effective date
Clickthe o0 Val i date & Associated button.

| My Account » Profile mansgemert. » Manage concultants and preparess
0 Back to Comultant List

§ Add Hew Consultant = -

reparers - for Responsible Officials

Consultant Informaticn

* frmar

® Effective Date  Expiration Date

Then, click thtei oRMsd Ruwutthomitzlkat appears near
In the window that opens, click all of the boxes in the row or rows related to the facility
or facilities that youdd | i&medyoluircTemdigka.r @& r t

t he 0 E ma i HuttoNto gemdfthe Breparer a message acknowledging that he or she
is now connected with your facility.

Applications Search

Submital Tye: T .

[ uncheck an

1 1 of 1 displayed, total 0 item(s]
o] === ]

‘ 1% Tier Il Report SARA Title Ill hll Prej nly (# 010418]

K3 2

e. Mul tiple Preparers mayUberaddedtaosi agdt hbeosde
above. When the Preparer has finished with the .t2s file and has attached it, you will
receive an email from GovOnline@enfotech.comwi t h t he subject O0Ap
for review and submit.éd You may then follo

My Dashboard Submittal My Account

. <¢| My Account = Profile management > Manage consultants and preparers
Profile management r

Basic information

[ 3 ‘Manage account information Consultants List

1 - 10of 1 displayed, total 1 item(s
|| rethame | tasenme S p———
Security questions

Change security x g CEOS Preparer 01/01/2018
questions/answers

Password
ta] Manage your password

Manage consultants and
preparers
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18. If you create d an account as an RO and will not_ be using a Preparer :
a. Clckt he 0Go to your dashboardé icon

A Q [\
Go to your Associate/
dashboard create facility

Choose a pragram for your submittal or changes

Air Pollution Control Water Quality Control
General New/
permit $ grlants revise
updates oans permit

b. Hover over the OoOSubmittaldé tab and click 0St e

|. My Dashboar-‘;_] Submittal My Account

Begin submittal

MY DASH

cation to view all your current documents in one place.
wour history.

~7

S Start a new submittal

? My favorite submittal

types

Associate/Creat ? Edit my pending items .
Faclity A e try again.

Track submittal

Air Pollution

Control Monitor agency pending
&) items

try again.
%" Manage permits/certs.
Q View or update permits
General permi E Hotifications
e
try again.

—

c. Select o0Tier |l Reportdé within the dropdown n

My Dashoard | Suhmilt;-l_| My Account

. . <¢| Submittal > Begin submittal > Start a new submittal
Begin submittal r

Please select task. Click the "Start™ button to create a new submittal or action.
You can save a draft at any time.

Category: Tier Il Report ¥
Division: | (All) M

Keyword: example: construction, air, water, and land...

COLORADO
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d When theSthmlrued button appears, click it.

|=7g items

Environmental Health and Sustainability Division Department Submittal Type List

| Manage permits/certs.

’& L o ereibe 1 - 1 of 1 displayed, total 0 item(:
~| View or update permits
'WW""'E m-“q

Notifications -
# = Tier Il Report | SARATitle Il | Environmental Health and Sustainability Division

O\/

e. Complete the fields in the form and click the appropriate radio buttons. (Please note
that your screen may be more elaborate than the screenshot below depending on the
information entered.)) When f i ni shedmpathniTipk: onext . 6

i. To file a new Tier |1 report, be sure to
Reportoé radio button.

ii. make sure to enterinthe correct number of facilities and number of
chemicals/substances in the fields at the bottom before clicking 6 Caullcat e 6 (i
available). Please make sure to account for the chemicals at each location
appropriately: each chemical should be counted each time it occurs at each
facility. For example, a facility that has three locations that each have one
single same chemical should put 3 in the fir st box and 3 in the second box; if
instead those three locations have all of the same two chemicals, the facility
should put 3 in the first box and 6 in the second box. Thus, the second box
should never be less than the first box . It can be the same or more, but not less.
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